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[bookmark: _GoBack]DATE: 	October 4, 2016
SUBJECT:	Self Service Approvers – New HR Data link in Time Entry

Beginning today, Self Service Time Entry approvers will see a new employee HR Data link in on the Manager Time Entry Approval page. The HR Data link provides limited HR employee information in effect for the selected pay period. The information includes payroll status, position number, FLSA status, and FLSA schedule.
Self Service Manager Time Entry Approval
The HR Data page for Manager Time Entry Approval only displays HR data for the employment record number attached to the timesheet. 
Note: This link is only for approvers; it will not display on employees’ timesheets.
To access the HR Data page:
1. On the Manager Time Entry Approval page, select an employee then click the HR Data link.
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2. The HR Data page displays a view-only selection of HR information, including FLSA information, about the employee.
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· Use the scroll bars to review all the information.
· Click the Return button to close the window.
What if I have questions?
Contact your Human Resources or Payroll office. You can obtain contact information from within Self Service: under Need Assistance?, select Employee Contacts.
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